
Appointment Scheduling Confirmation 

Dear [Customer's Name], 

Thank you for reaching out to us. I would like to schedule an appointment to discuss your needs 

further and to enhance our relationship. 

Please let me know your availability for the following dates and times: 

• [Date & Time Option 1] 

• [Date & Time Option 2] 

• [Date & Time Option 3] 

If none of these options work, please suggest an alternative that suits you best. 

Looking forward to our meeting! 

Warm regards, 

[Your Name]  

Customer Relationship Manager  

[Your Company]  

[Your Phone Number]  

[Your Email Address] 


